Guida di riferimento rapido
Creare un Ragione Sociale in Coupa
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L'obiettivo di questo documento é fornire una panoramica del processo di creazione di una

scheda di servizio nel portale fornitori Coupa.

Nota:

nel sistema reale.

| dati utilizzati in questa Guida rapida sono solo a scopo didattico. Si prega di
utilizzare i dati specifici della transazione che si sta eseguendo quando si lavora

Accedere a CSP e individuare I'ordine di acquisto

1. Accedere al CSP e fare clic sulla scheda Ordini nella schermata iniziale.

v £ CoupaSupplier Portal -Home X - o x
€ @ % supplier-test.coupahost.com/home/ % n} a i
i"‘COUDa‘- I 1 COUPA NOTIFICATIONS EED) ELP
% Ipp
o Invoices | Orders | Business Profile  Payments  Setup  Service Sheets  ASN  Sourcing  More
us Universal Supplies
Recent Activity -0 Announcements
Two-factor Join Merge Linked
Security Requests Suggestions Customers
0Oof 1 Users 0 users 0 Duplicate 5 Connections
© Chat with Cowpa Support
£:3C0UDa

2. Utilizzare il campo di ricerca per inserire il numero dell'ordine di acquisto.

v 5% Coups Supplier Portl - Orders X

- o x
&€ S C % supplier-testcoupahostcom/orders/ Ped In ] 2
i,}coupa supp lier port al COUPA~ | NOTIFICATIONS HELP ~
A Invoices Business Profile  Payments  Setup  Service Sheets  ASN  Sourcing  More
Orders  Orderlines  Returns  Order Changes  Order Line Changes  Order Confirmations  More...

Select Customer

Purchase Orders

Instructions From Customer

Sasol Chemicals Development - JANNONE F__. ~

1

—
8500000041

-
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{Example text - this is set on your Company Information setup page and vill be displayed for CSP and SAN suppliers on the Purchase Orden o)
- Action to Accept the Purchase Order and Create an In
v [
PO Number Order Date Status  Acknowledged At ltems Unanswered Comments
8500000993 27/1/25  Issued  None 100 Hours oftest No
8500000774 51224 ssued None 100 Hours of test No
8500000711 20124 lssued 2011124 100 Hours of test No
8500000710 20/1124  Cancelled 20/11/24 100 Hours of test No

Total Assigned To Actic
19,900.00 Work

EUR Confimer ¢l
19,900.00 Work
EUR Confimer &

19,900.00 Work
EUR Confirmer

&
® Chatwith Coupa Support

19,900.00 Work
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Accedere a CSP e individuare |I'ordine di acquisto

3. Fare clic sull'icona di ricerca per eseguire la ricerca.

% Coupa Supplier Portal - Orders X +

€« > C 2% supplier-test.coupahost.com/orders/

{;;;coupa supplier [)Mtdl COUPA~ | NOTIFICATIONS HELP v

A Invoices Business Profile  Payments  Setup  Service Sheets

Orders Order lines Returns Order Changes

ASN  Sourcing  More..

Order Line Changes Order Confirmations More.

Select Customer Sasol Chemicals Development - JANNONE F_ +

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

view [ v I 8500000041

Showing results for (8506000041 %

of

PO Number Order Date Status Acknowledged At Items. Unanswered Comments  Total Assigned To Actic 3
85
usD

41 247124 Issued None SES approval chain test No 1,000.00 =L

~

@ Chatwith Coupa Support
s (PR -

4. Siapre una bozza di scheda di servizio. Fare clic sull'icona Calendario per selezionare la Data di
completamento.

v £ CoupsSupplierPortsl-Orders X
€ G %5 supplier-test.coupahostcom/orders/

(w) Status Draft

Service Sheet #82

0.00 usp

Order Date

t eets for O
2417724
Line Details 4
1 SES approval chain test
0 Line Due Date Completion Date
1 None
Supplier Contact Email PO Line Total

None 1,000.00 USD

. 3
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5.

6.

Inserire i dettagli del servizio

Inserire una descrizione del servizio completo.

« c

5% Coupa Supplier Portal -Orders X+

25 supplier-test.coupahost.com/orders/

Line Details

SES approval chain test

PO Line
1

Supplier Contact Email
None

+Add Detail Line

Comments

Due Date
Neone

PO Line Total
1,000.00 USD

Worker Assignment

Completion Date

412725 =]

Inserire il prezzo, la quantita e 'UOM.

%% Coupa Supplier Portal - Orders X +

<« C % supplier-test coupahost.com/orders/
Completion Date
42125
Raty
Q No rat labl

199.00 usp

Attachments

Add File |URL | Text

*uUoM
= -

Hectopascal

199.00uUsD

Hertz
(L/second)

Hour
Hours

Inch -

M
V
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Invia il foglio di registrazione del servizio

7. Inserite un commento se desiderate inviare un commento a Sasol insieme alla voce di servizio.

v 3% CoupaSupplier Portal - Orders X + - (m] X
< C % supplier-test.coupahost.com/orders/ * [n} 3

2 *Description Worker Assignment Rate * Pric

man power No workers available Q No rates available Q 100

y

+Add Detail Line

Comments

Enter Comment

‘ SES for testing

‘Add File | URL

@ Chat with Coupa Supporl

r

8. Fare clic su Invia.

~ %% Coupa Supplier Portal - Orders X + — o x

&« @ % supplier-testcoupahost.com/orders/ SN ] 2

Mute Comments

Add Comment 6

@ Chat with Coupa Suppori
Pl

N
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9. Fare clic su Invia di nuovo sul popup per confermare l'invio.

v 4% CoupaSupplier Portal - Orders X + - a X

« 5 oe

2%  supplier-test.coupahost.com/orders/ - s } &

Confirm Submission

9

! The total amount exceeds the order line total on the service line: 1

Cancel

& Chatwith Coupa Support

10. Il foglio di registrazione del servizio €& stato inviato a Coupa.

v 5% CoupaSupplier Portal - Orders X + — o X
€ > C % supplier-test.coupahost.com/orders/ * 3 a
Purchase Order #8500000041 -

Service Sheet #82 submitted successfully x

o' General Info © Shipping
Status Issued - Pending Manual Ship-To Address Contrada Marcellino
96011 Augusta
Order Date 24/7/24
Italy

Revision Date 24/7/24 Location Code: 1102
Attn: Purti Sandip Shah
Requester Purti Sandip Shah

Email purtshah@deloitte com Terms None

¥ Shipment Tracking O e

Payment Term 0001-Pay immediately wfo deduction

Attachments None No package tracking.

Acknowledged ()
Lines
— Advanced l Search L ULl Line Number 09 ~ ]
1 Type tem Price Total Invoiced
O @  SESapproval chain test 100000 100000 0.00

Worker Assignment ~ Resource Manager Confirmed  Pending Approval  Pending Rework  Discarded  Supplier Part Number

Akshat Pradeep 0.00 3,990.00 0.00 000 None

#® Chatwith Coupa Suppor
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